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I. Effective 9 April 19%6 the folloving nev procedure
apply to all suggestions which concern Records anagement matters:

A. Bend m‘ﬂiww to Records Management before sending
to the office of primary intersst,

B, BSend suggestions to Records Munagsment befere putting
before Committee for final aotion.

C. Send date of receipt of suggeation.

B. A1l suggestions for Records Management Staff must be
routed through Chief, Records Manzgement Staff,

IX. A genersl breskdown of Records Managoment Staff respon-
sibilities i listed for your convenience:

A. Reports and Correspondence Managenment
1. 8ee attached

B, Torms
C. Reeords Disposition
1, Iaventions — 7
2. Prepervation '
3. Storage
D, Vital Haterials
E. Plling Equipment ¥ WM
¥iling Systems
Y. Mail Control (Staff guidance)
6. Messenger Control (Staff guidance)
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